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SNAPSHOT

· Apassionate, energetic and hardworking underwriterwithover 2 years of extensive experience in various areas of expertise currently looking for a suitable positions with an exciting and expanding company. 
· Previously designated as Administration and Underwriting AssistantwithSilver Globe Insurance Brokers LLC.
· Willingness and ability to quickly adapt to new environments and learn new technologies.

· Effective Communicator with organization skills
· Well versed in MS Office applications.
AREAS OF EXPERTISE
	· Preparing Quotations
	· Liaising with Insurance providers

	· Quotes Reconciliation
	· Administrative duties

	· Accounts Handling
	· Insurance claims Management 

	· Preparation of Financial statements
	· Policy Review


WORK EXPERIENCE

	Silver Globe Insurance Brokers LLC
	Administration and Underwriting Assist.
	Dec’11 – Aug’13


ROLES & RESPONSIBILITIES

Silver Globe Insurance Brokers LLC
· Coordinate and follow up with the clients and sales person for General Insurance (Motor and Non Motor) & Reinsurance, answers inquiries, and makes recommendations for resolution.
· Coordinating, liaising and networking between insurance companies regarding the policy, rate, policy clause, warranties and exclusions and their approvals, reconciliation and other requirements of the clients.
· Responsible for coordinating and supporting initiatives relative to handling the enquiry, processing the documents and evaluation of premiums.
· Establish payment methods from the clients.
· Reconciliation: negotiating and discussion of already quoted or approved enquiry with the various insurance companies.
· Managing insurance claims.
· Perform administrative dutiessuch as maintaining records, handling policy renewals, appointments and meetings scheduling with the clientsand insurance companies.
· Review the policy to make sure that billing requirements are met, updates accounts as required.
· Prepare monthly and yearly financial statement pertaining to insurance.
· Liaising with Underwriters, Brokers and Reinsurers on behalf of the Underwriting Support Unit as needed to communicate account status and complete outstanding subjectivities.
· Performing pre-analysis support for new submissions, renewals, endorsements, and other incoming documents based upon predefined underwriting rules and/or guidelines.
· Analyzing the needs of the client and translating appropriately into the final specifications that serves as a basis for the policy.
· Preliminary data entry for rating throughout the analysis, quote and bind stages of an account cycle.
· Calculate premiums, refunds, commissions, adjustments in support of the endorsement process.
· Maintain appropriate accuracy standards per agreed upon service levels.

PROJECTS UNDERTAKEN
MBA project:
Summer project-“A study on employee satisfaction at Chennai Fresh Foods Pvt Ltd”

Main project-“A study on effectiveness of internal communication process at AbanOffshor”
                       
BBA project:
“A study on sales promotion and techniques at KLN Motors Pvt Ltd”
ACADEMIA

	MBA(HR& Finance)
	Alpha college of Engineering, Anna University
	2009 - 2011

	BBA
	St.Thomas College, Madras University
	2006 - 2009


PERSONAL DETAILS

Date of birth
: 16.08.1987
Marital Status          : Married

Visa

: Dependent Visa (Transferable)

I, hereby declare that all the disclosures stated by me above are true to the best of my knowledge and belief.
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